APPLICATION FOR RECORDS RETENTION SCHEDULE | OFFICE.OF THE SECRETARY OF STATE |

RECDRDS MANAGEMENT DIVISION

INSTRUCTIONS See Publication No. 76—BM—1 for instructions on completing this form. ‘Forward signed original to
Department of Archives and HIStDI‘Y, Reoords Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Schedullng Section. ! . ]

FOR AGENCY USE 1. Agency Address : = FOR RECORDS MANAGEMENT USE |
Application Date | Department of Education App!rcatlon Number
Office of State Superintendent of Schoolg ‘ - 5 2,
Application Number T SpeCial Staff ' Date Received Date Completed —*
Atlanta, Geprgla | MAR 2 1881 ‘ MAR 1 1 1981
2. Person to Contact ' Working Title Telephone Number

_ Mary Jean Turner Prin : — S

3. Action Requested K I8
a. Establish Retention Schedule; record will continue to accumulate. Cavceled b/]( D-ZI-4¥
b. [ Dispose of present accumulation; no further accumulation anticipated.
c¢. [ Amend Application No. ___ . Check One: [J Change; D Supercede; {J Void _

4. Dates of Series 5. Records Series Title (followed by title used in off.'ce if different)

Earliest . Latest

1977 | To Date Department of Education Advisory Committee Development Files
6. Division and Office Function What is the function of the Division and the Office in which this record series is created?

The Office of the State Superintendent of Schools-Special Staff is responsible for the
coordination of the Department of Education's support on proposed legislation that
affects the Department or education in general; and for the coordination of activities
‘between the Department of Education and the Attorney General (Department of Law) con-
cerning litigation and/or other legal matters. The Special Staff works closely with
local school officials and lay persons in behalf of the State Superintendent of Schools
and the State Board of Education. v

7. Record Series Description This file contains the followmg documents (mclude form numbers and titles, if any):
Attach samples of the file.
Documents relating to: peyeloping, establishing and securing members for Department of Education
Advisory Committees, established by either State Board of Education '
action or State Superintendent of Schools administrative decision.

Includedare:  Membership lists; correspondence relating t6 appointment to committee; and
extra copies of annual report of committee (copy of report is sent to the
State Board of Education, if an extra copy is sent, the extra copy is placed
in this file).
File isarranged: A1 phabetically by name of Advisory Committee. \ oo T
: _ -
8. Monthly Reference Rate How often are records referred to whichare:
One to six monthsold ..~ _.; Seven to twelvemonthsold ____; Thirteen to twenty-four monthsold ________;
twenty-five months and older ! , e
9. Annual Rate of Accumulation of Recoids o ;
Letter-sizedrawers . ;legal-sizedrawers ____~ _;Shelves ____: Other {specify)

AR-50-71; Rev. 76 . (Over})



YES ] NO | 10. Questionnaire  {Place an ‘X' in the proper column) e
Is this the official copy of the series? R :
(X [ _Jf not where is it? ' .
X b. Does the series contam conﬂdentlal information requmng security handhng? If yes, f“‘te law or regulation.
[ I x | cisthisavitalrecord? A S
X | d. Does this series have hlstoncal or Iong term research value? A
e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these
X documents be scheduled separately? __ . 4
1 X 'j'.‘s idformaki 2 ntained in this series ever nublls_hed? If yes, attach copy,
the information contamed in this series ever analyzed and/or recorded in a summarized report?
X _If ves, attacheopy. _ . __ 1 -
137 B . 15 there a duplication of this series in your office, or in another office or agency?
| 1 X If ves, where?
X ] _.i._lsthis series for a mo;pwﬂMLg;ﬂar&mmoﬁ Imed? __ _ —
X i._Does the record series result in a computer printout?
11. Retention Requnremen;s . v i The following requires the series to be kept: :
a. State Law - el ________years. d. Audit period years.
b. Statute of limitation years. ' e. Administrative need i _3 .years.
¢. Federal law - ___years, f. Federal retention instructions ____ _____ vears.

Attach copy or excert of laws or regulations. Explain administrative need.

"

12. Approved Disposition Instructions This agency recommends that the file series ‘be cut off at the end of each:

fewmoue Prowm QCTIVE Q\\gs

O Transfer to State Archives for permanent retention. .
Other (Specify) '

1

These instructions apply to all prior and future accumulations of the series.

late 1n
B Hold in the current files area ﬂ___month(s) 3 vear(s); then Mackive Rile, cut ofQ mnﬁ%\u
0 Transfer to tocal holding area;hold _____ _vyear(s}; then Ve at 4"'\0- end o€ tach calevdar
O Transfer to State Records Center;hold ___________year(s); then Year thea
R Destroy.

) Q or, H} i fir
- Calendar Year; [1 Fiscal Year; & Other QPQ,) Yeocomactiew _ofc Hg,ﬂ €SP sif

| Agency Hepd|Desidflee (Sigfatlivet Qate, | Records Management Officer (Signature) Date_
d' - wa.,bla-w ;e&amima&«uw 2-~25- ?!
| /-\ State Records Committee (Sigﬂature} Date

Recommendations in ffara- rd
graph 12 are approved. State Auditor/Designee J : "/ / "X)

{1f disapproved, attach letter 5 .
of explanation.} Secr%tateloesignee 5 - /ﬂ - 9//

4
Attorney General/Designee / M Z(/u X 3'// "8' /

AR—50—71; Rev, 76 ' mwemswo) 7

— e ——————— - - - — —_—_— —_ —_— - —_ Jp—



